% Conference & Event Services
EMS User Guides

Add Transportation Services to an Existing Reservation

1) Login to the EMS Web App at scheduling.princeton.edu

2) Click “My Events” in the left toolbar. Then, click “Reservations.”
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# HOME
RESERVATIONS

ﬁ CREATE A RESERVATION

Iii]

Mon Nov 11, 2024~ [ 0y |
MY EVENTS .
. o Eastern Time [ET]
BROWSE Search Bookings
M EvENTS
Time ~ Name Location
@ LOCATIONS

3) Select the event you want to add Transportation Services to.

# HOME
RESERWATIONS BOOKINGS

ﬁ CREATE A RESERVATION

Sea
A My EVENTS
CURRENT PAST
BROWSE
M EvenTs Mame First/Last Booking -~
@ LOCATIONS Test Event for Training 5un Dec 22, 2024/
Sun Dec 22, 2024
{single booking)
LINKS
TEST CAMPUS DINING SatNov 1, 2025/
Querview & Accessing EMS (PDF) / SatNov 1, 2025
{single booking)
Requesting a Room (FDF)
Test Event for Training Sat Mowv 1, 2025/
Adding AV Services Sat Nov 1, 2025
{multi-booking)
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https://princeton.emscloudservice.com/web/

4) Click “Add Services.”

€ My Events / Test Event for Training beginning Nov 1, 2025 (338340)

RESERVATIOM DETAILS Reservation Tas ky
# Edit Reservation Details

Booking Tools

Event Name Test Event for Training % Cancel Reservation
EETEEE2 LecTire View Reservation Summary
Bookings

CURRENT pAsT [ Include cancelled bookings
Cancel Bookings Booking Tools New Booking

Edit Remove Date ~ Start Time End Time Setup Type Status

ra O Sat Now 1, 2025 3:00 AM 400 AM Eowl ~ Tentative

Va O Sat Now 1, 2025 3:00 AM 4:00 AM Classroom e Tentative

5) There are FOUR SELECTIONS you can make under the Transportation and
Parking section.

Transportation and Parking

Parking h
| Traffic and Parking Managementl
Pick-Up/Drop-Off W

IMUrethan ten individualsl Ten or less individuals

6) Choose “Attendee Parking” if guests or vendors will be driving to campus
and will need parking. PU employees should park in the lots they are
assigned to.
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Transportation and Parking

Parking e
Traffic and Parking Management
Pick-Up/Drop-Off W
More than ten individuals Ten or less individuals

6a) Enter the number of attendees. Select if the attendees will be external
visitors/vendors, PU employees, or both.

Attendee Parking
How many attendees and/or vendors do you expect will need campus parking?

- +

Attendees (Select a minimum of 1 and a maximum of 2)

O Externa O Pprinceton Employees
VisitorsfVendors

7) Choose “Traffic and Parking Management” if you would like a parking
attendant to assist with traffic management at your event. There is a
charge for this service.

Transportation and Parking

Parking g

Artendee Parking Traffic and Parking Management

Pick-Up/Drop-Off e

More than ten individuals Ten or less individuals

7a) Select the number of parking staff you would like for your event. Enter any
special instructions in the text box. A member of TPS will contact you with
more information.
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Traffic and Parking Management

Please enter the number of parking staff you would like for your event. A member of the
transit team will respond within 72 hours with more information related to charges.

_©+

Special Instructions

~

8) Make a selection under “Pick-Up/Drop-Off” if your guests need to be picked
up and dropped off on or near campus. Choose “Ten or less individuals” or

“more than ten individuals” based on the number of passengers.

Transportation and Parking

Parking 4
Attendee Parking Traffic and Parking Management
Pick-Up/Drop-Off 4

More than ten individuals Ten or less individuals

8a) Enter the number of passengers, pick-up location, and drop-off location. A

member of TPS will contact you with more information.

More than ten individuals

Enter estimated number of passengers. Enter pick-up/drop-off address in spedial instructions.
Entering this information is not a guarantee of service. You will be contacted within 3 business
days for further details and/or a quote for additional charges. Charter services require a 4-
hour minimum at $100 an hour. Charters will stay within the Mercer County area. Charter
requests cannot be confirmed until one month before the date of your event. TPS will reach
out with more information at that time.

_®+

Special Instructions

PFick up at Frist. Drop off at 5eed :s"‘"]

9) Added services will appear on the right side under “Services Summary.” To
remove a service, click the red minus sign. To edit an added service, click

the pencil icon.
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Services For Your Reservation

4 ™
Transportation and Parking Services Summary
Parking hd © Transportation and Parking
Amendee Parking Traffic and Parking Management -] 30 Arrendes Parking &
- (=]

X Attendees

Pick-Up/Drop-Off v «  External Visitors/Vendors
= Princeton Employees

Maore than ten individuals Ten or less individuals
@ 40 More than ten individual

Pick up at Frist. Drop ofiglf>eed Farm.
. 7

Use the red minus sign to remove a
selection

Use the pencil to edit a selection

10) A chart string is not needed at this time. Click the blue “Next Step” button

on the top right of the screen.

Services Summary

@ Transportation and Parking

Q 35 Atendee Parking #

Attendees
= External Visitors"endors
« Princeton Employees

-] 40 More than ten individuals #

Pick up at Frist. Drop off at Seed Farm

11) Check the date you would like to add Transportation Services to. A
member of TPS will be in touch within 3 business days with further details
and/or a quote for additional charges.
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€ Select Services / Test Event for Training (338340)

Add Services
(] Date ~ Booking Time Time Zone
O Sat Now 1, 2025 3200 AN - 4200 AM Eastern Time

@ Sat Now 1, 2025 3:00 AM - 4:00 AM Eastern Time

~~a

2]

Location Event Type Result
McCosh Hall -2 Lecture
Friend Center - 004 Lecture

Conference & Event Services | EMS User Guides

Created by Serena Thompson 12/2024



